
TOWN OF SACKVILLE HERITAGE BOARD 
STANDARD OPERATING PROCEDURES 

APPROVED BY THE BOARD ON May 16, 2017. 

1. DEFINITIONS  

The following definitions apply in this document. 

“Act” means the Heritage Conservation Act, S.N.B. 2010, 
c. H-4.05 as amended from time to time.  

“Alteration” means an alteration as defined in the By-law. 

“Applicant” means a person or corporation who has 
made an Application to the Board. 

“Application” means an application for a Permit. 

“Board” means the Heritage Board established by the 
Town pursuant to the Act.  

“By-Law” means By-Law No. 249, The Town of Sackville 
Municipal Heritage Conservation Area By-Law, as 
amended from time to time.  

“CAO” means the Chief Administrative Officer of the 
Town. 
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“Chair” means the Chair of the Board.  

“Council” means the Town Council.  

“Development” means a development as defined in the 
By-law. 

“Heritage Officer” means a person appointed to the posi-
tion by Council pursuant to the Act.  

“Member” means a member of the Board. 

“Permit” means a Municipal Heritage Permit required un-
der the Act before a Development is carried out. 

“Town” means the Town of Sackville. 

“Vice-Chair” means the Vice-Chair of the Board.  

2. PURPOSE 

The purpose of these standard operating procedures is 
to provide a clear operational framework for the Board 
and to ensure that Applications are processed in an effi-
cient manner and consistent with the Act and the By-
Law.  
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3. BOARD OPERATIONS 

The Board has the powers and duties that are assigned 
to it by the Act and the By-Law. 

As provided in the Act 

i) the Vice-Chair shall act when the Chair is unable to 
act, 

ii) the Board may advise Council to revoke the appoint-
ment of a Member who without good cause consis-
tently fails to attend meetings, and 

iii) the Board will immediately notify the Council when-
ever a person ceases to be a Member of the Board. 

If the Board has a person or persons that it wishes the 
Council to consider when the Council makes an ap-
pointment to the Board, the Board shall advise the 
Council through the CAO, and, in the case of a vacancy 
that must be filled by the Council, that is, in a case where 
the Council must make an appointment to satisfy the 
Board’s membership requirements set out in the Act or 
the By-law, the Board shall make every reasonable effort 
to do so within two weeks of the date of the vacancy. 

The Board shall provide all new Members with orienta-
tion training. 
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The CAO will determine which members of Town staff, if 
any, will provide services which the Board has request-
ed, including services that are listed in this document. 

If he or she is a member of Town staff, the Heritage Offi-
cer, or the Board Secretary, may delegate tasks that he 
or she is performing in support of the Board, other than 
the granting of Permits, to other members of Town staff. 

4. MEETINGS 

Quorum 

The quorum for meetings is the greater of i) a majority of 
the Members or ii) three Members.   

Participation by Telephone 

Members may participate in Board meetings by tele-
phone or other electronic means that permit the aural 
participation of all Members in attendance. 

Regular Meetings 

The Board will normally hold one regular meeting each 
month, which meeting will normally take place in the 
Council’s chambers on the 3rd Tuesday of the month 
starting at noon. 

 Page !4



The purposes of regular meetings, which will be held in 
public except as provided below in this document, are 

i) to hear from Applicants, or persons who would be 
aggrieved if an Application were granted or were 
granted without conditions, 

ii) to hear from residents or property owners of the 
Town whom the Board agrees to hear on any mat-
ter other than the issuing of a Permit that, in the 
opinion of the Board, is relevant to the Board’s 
powers and duties, 

iii) to deal with any Board business outstanding as of 
the date of the meeting, and 

iv) to receive a report from the Heritage Officer on 
operations since the previous regular meeting, in-
cluding but not limited to the status of the Board’s 
budget; conversations with owners concerning Ap-
plications, proposed Applications, or proposed 
work; cases that did not require Permits; and Per-
mits issued by him or her. 

The Board may hold a meeting that is not open to the 
public immediately following each regular meeting to 
deal with matters that the Board decides, in its absolute 
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discretion, should be dealt with in a private meeting, and 
to deliberate on Applications. 

Special Meetings 

Special meetings, that is, meetings other than the regu-
lar, monthly public meetings, may be held in the interest 
of speeding up the Board’s work and limiting the delays 
that Board processes cause for property owners, and will 
normally not be public meetings, although Town staff 
who provide services or advice to the Board will normally 
attend such meetings. 

Special meetings may only be called by the Chair, who 
may do so in his or her absolute discretion and shall do 
so at the request of a majority of Members. 

Only items placed on the agenda for a special meeting 
shall be discussed at the special meeting.  

No decision will be made at a special meeting to deny a 
permit or to grant a permit with conditions unless the ap-
plicant has been given the opportunity to make oral or 
written submissions to the Board. 
  
Agendas 

Agendas for meetings shall be prepared by the Heritage 
Officer, or his or her delegate, for approval by the Chair. 
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Agendas for regular meetings, and special meetings that 
are open to the public, shall be posted on the Town web-
site at the same time that meeting materials are sent to 
Members. 

Meeting Materials 

Materials for meetings will normally be sent to Members 
at least five days in advance of regular meetings and at 
least 48 hours in advance of special meetings. 

Recording Meetings 

An audio recording will be made of each Board meeting. 

The audio recording for a specific meeting will be deleted 
once the Board approves minutes for that meeting. 

Minutes 

Minutes of Board meetings will not normally include the 
details of discussions, but will include the major points 
and themes raised during the meeting and the wording of 
any resolution adopted, and, in accordance with Part 3(f) 
of the By-Law, shall state the reasons for any decision on 
an Application referring to the specific provisions of the 
Act and the By-Law, including but not limited to the stan-
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dards and requirements of the By-Law, that were appro-
priate to the decision. 

An initial draft of the minutes shall be prepared by the 
Secretary, and the final draft that will be presented to the 
Board for approval will be prepared by the Chair. 

Minutes will be posted on the Town’s website once they 
are approved.  

Conducting Business Using Email 

Unless in a specific case a Member of the Board objects, 
in the interest of speeding up the Board’s work and limit-
ing the delays that Board processes cause for property 
owners, the Board may conduct business, including mak-
ing decisions, other than decisions to grant or deny Per-
mits, by email or other electronic means that do not per-
mit the aural participation of members . 

However, any decision so made must be ratified at a duly 
constituted meeting. 

The Chair shall ensure that any decisions made in such 
a way are delivered to the Secretary who will place them 
on the agenda of the next meeting so that they can be 
ratified. 

 Page !8



Rules of Order 

In the event of any dispute over procedure for meetings 
of the Board or any committee thereof, Robert’s Rules of 
Order shall be followed. 

5. APPLICATION PROCESS 

Deadline 

Applications should be submitted to the Heritage Officer 
by the 1st Tuesday of the month if they are to be consid-
ered at that month’s regular Board meeting, although the 
Heritage Officer will make every reasonable effort to en-
sure that any Applications made before the meeting are 
considered at the meeting. 

Application Form 

Applications shall be submitted on the Application for a 
Municipal Heritage Permit Form, a copy of which ap-
pears as Appendix A hereto, and should be accompanied 
by all the items listed on the Application Checklist, a 
copy of which appears as Appendix B hereto. 

Heritage Officer Evaluation 

The Heritage Officer will evaluate an Application to de-
termine if the proposed work requires a Permit and, if it 
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does, whether it satisfies the standards and require-
ments of the By-Law. 

In an appropriate case, the Heritage Officer will discuss 
with an Applicant changes that might be made to a pro-
posed Development so that a Permit would not be re-
quired or, in the case of a proposed Alteration, so that a 
Permit could be issued without conditions. 

A Permit for an Alteration that does not require conditions 
to satisfy the standards and requirements of the By-Law, 
will normally be immediately issued by the Heritage Offi-
cer. 

Heritage Officer Report 

For any Application that is to go to the Board, the Her-
itage Officer will produce a Heritage Officer Report, in-
cluding a recommendation to the Board which refers to 
the standards and requirements of the By-Law, using the 
template in Appendix D hereto. 

A copy of this Report will be delivered to the Applicant at 
the same time that it is delivered to Members. 

An Applicant, and a member of the public who would be 
entitled to be heard at a meeting to consider the Applica-
tion, may make written submissions to the Board which 
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will be considered by the Board before it makes a deci-
sion on the Application. 

Written Submissions to the Board 

The Chair may permit an Applicant, or a member of the 
public who would be entitled to be heard at a meeting to 
consider the Application, to make his or her submission, 
or a part thereof, to the Board in confidence if it contains 
information of a personal or private nature or contains in-
formation which if released would be harmful to his or 
her business or financial interests.  

Appearances Before the Board 

Applicants who wish to appear before the Board con-
cerning their Applications, or who are asked by the Board 
to appear, will normally appear at the Board’s regular 
public meeting. However, Applicants can request to ap-
pear at a meeting not open to the public and the Board 
may agree to such requests. 

Permits 

Any Permit that is issued shall be prepared using the 
template in Appendix E hereto; shall be signed by the 
Heritage Officer or, in his or her absence, the Chair; shall 
be delivered to the Applicant; shall be copied to the 
Sackville office of the South East Regional Service 
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Commission; and shall be immediately posted on the 
Town’s website. 

If the Board issues a Permit, with or without conditions, 
that is subject to the receipt of additional information, the 
Permit will be void if that information is not received by 
the Board before the appeal period expires. 

Notice of Decisions 

The Heritage Officer shall inform the Applicant and, 
where appropriate, the South East Regional Service 
Commission of any decision made concerning an Appli-
cation and the reasons for any such decision. 

6. Appeals 

Board decisions concerning permit applications can be 
appealed by applicants and by aggrieved persons. 

The role of the Board and Board members ends when 
the Board makes its decision and, therefore, the Board 
will not be a party to any appeal and Board members 
must not take part in an appeal on any side. 

The parties to any appeal would be the appellant, the 
applicant if the applicant is not the appellant, and the 
Town. 
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7. Conflicts of Interest 

If a Board member, a member of his or her family, or a 
friend or associate, will benefit in any way if the Board 
engages a consultant, or issues or does not issue a 
permit, or issues a permit with conditions, he or she will 
inform the Board that he or she has a conflict of interest 
and, while he or she may participate in discussions con-
cerning the potential engagement or permit decision, will 
not vote when the decision is made. 

8. Correspondence & Requests for Information 

All correspondence to the Board, including requests for 
information about the Board’s public business, should be 
directed to the Board through the Heritage Officer, and 
any such correspondence will be opened by the Heritage 
Officer or his or her delegate. 

However, any correspondence addressed to a specific 
Member will be forwarded to that Member unopened. 

Furthermore, since the Board is not part of the Town ad-
ministration established in accordance with the Munici-
palities Act, the Board’s public business is not part of the 
Town’s public business. As a result, any request made to 
the Town, including requests under the RTIPPA, for in-
formation about the public business of the Board cannot 

 Page !13



be responded to by the Town and, therefore, will be for-
warded by the Town to the Board for action. 

9. RECORDS 

Retention 

All records concerning Applications shall be retained for 
a period of five years. 

10. MONITORING AND ENFORCEMENT 

The Heritage Officer shall 

i) monitor Developments to ensure that they comply 
with the Permits issued, and 

ii) be responsible for enforcement activities in con-
sultation and coordination with the Town’s By-law 
Enforcement Officer.  

11. APPENDICIES 

A: Application for a Municipal Heritage Permit Form 

B: Application Checklist 

C: Land Owner Declaration Form 
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D: Heritage Officer Report Template 

E: Heritage Permit Template 

10. RELATED DOCUMENTATION  

New Brunswick Heritage Conservation Act  

By-Law No. 249, The Town of Sackville Municipal   
Heritage Conservation Area By-Law
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